How to Change Your E-mail Address in Manage My Benefits

If your e-mail address has changed, you need to log into Manage My Benefits as a policyholder,
benefit coordinator or web contributions coordinator and follow these three easy steps:
1. When you're logged in, click on My Account in the menu bar:

Select Role

Welcome, Janice! (My Account) (Logout)
——

Role Management

— Active Roles

LogIn | PEIA Admin

I3
:/ Your Current Roles
Log In | Benefit Coordinator [View Agendies “")

Log In | Web Contributions Coordinator [view Agencies] Click the Log In button to log in as that
role.
Log In | Policyholder

— Add a New Role / Add an Agency or Employer to an Existing Role

Select Role(s) to Add:

I Additional Agency for Benefit Coordinator ¥ Information
I additional Agency for Web Contributions Coordinator

You can add a new role to your existing
= Add Roles roles at any time, but all changes are
subject to PEIA approval before they can
be activated.

Contact PFIA | Site Feedback

This site was desioned for IF 2.0 and ahove. Other weh hrowsers can he used hut mav not be sunnarted.

2. Scroll down past the password reset, and you'll see Contact Information. Enter your
new e-mail address..

Password:

» Must contain at least 1 letter & 1 number.
» Must be 6-15 characters in length.
» Case-sensitive.

VerifyPassword:[ ]

their subscribers.

Email Address: |janice.l.powell@wv.gov |

Verify Email: |janice.|.powell@wv‘gov |

3. Scroll to the bottom of the page and hit Save.

You have successfully updated your account. That's all there is to it! Thanks for all you do.



